
United States Army Strr&nt Detachment
HR In-Processing

20t7
Version 01

SERVTCE MEMBER (SM) INFORJT{ATION

Name:

Rank:

SM SIGNATURE:

REMARI(S:

PCS Order Report date:
USASD Sign In Date (same as mission complete):
Program Graduation/Completion date:

Program: Component:

MANDATORY DOCUMENTS:

Note: Forms not included in this packet are available under the In-Processing page.

Student Data Form
Current Officer Records Brief (ORB) or Enlisted Records Brief (ERB)
PCS Orders and amendments (if applicable). With duty at location must be included in the

' Assigned to" lead line. Contact losing station orders issuing authority if not included.
E DA Form 31 (Request and Authority for leave fW/Control Number)
E DD Form 93 (Record of Emergency Data)

SGLV 8286, Feb 2015 (Service Members'Group Life Insurance Election & Certificate)
DA Form 7415 (Exceptional Family Member Program (EFMP) Query Sheet for Soldiers that have

authorized dependents)
I United States Army Student Detachment Policies Memorandum of Understanding fsigned and
dated)

DA Form 7O5, May 2010 (Army Physical Fitness Test Scorecard) (current)
Update ADPAAS (https://adoaas.arm!,.mil) **Print screen to show it has been updated**
Sexual Harassment/Assault Response and Prevention Standing Strong Training (SHARP)

Certificate
E nn porm 3955, Jan 2015 (Change ofAddress and Directory Card) (complete and submit to HRC)

REQUIRED DOCUMENTS IF APPLICABLE:

fl DA Form 5500 (Male) or DA Form 5501 (Female) (Body Fat Content Worksheet)

HELPFUL INFORMATION:

USASD Poliry Memorandum #25 - In-Processing Requirements
UIC and Student Program List (use to complete In-Processing form)
TRICARE Resources for Service

I UNDERSTAND THAT ACTION(S)/UPDATE(S) WILL NOT BE MADE UNTILALL MANDATORY
DOCUMENTS HAVE BEEN RECEIVED.

DATE:



Advance Civil Schooling (ACS), Broadening Opportunity Programs (BOP) (Fellowsh
Scholarships; Degree Completion Program (DCP); Cooperative Degree Program (C

DEPARTMENT OF THE ARMY
UNITED STATES ARMY STUDENT DETACHMENT

5450 STROM THURMOND BOULEVARD ROOM 244
FORT JACKSON SOUTH CAROLINA 29207

MEMORANDUM OF UNDERSTANDING

SUBJECT: United States Army Student Detachment (USASD) Policies

1. I have read and understand the USASD policy memorandums available under the
USASD webpage at https://usasd.armvlive.dodlive.mil/.

2. I understand that these policy memorandums are guidelines/requitements that I must
follow while assigned to the USASD, along with guidelinesirequirements established by the
U.S. Army Human Resources Command (HRC) at
https://www.hrc.arm v.mil/Officer/Off icer%20Personnel7o20 Manaqeme 20Directorate
the Foreign Area Officer Branch and the Advanced Educalion Programs Branch at
httos:/ilww. h rc. a rmv. m i l/Off icer/Officer0/o2OAdva nced%20Education%20Proorams for

ips;
DP)

and Training with lndustry (TWl).

3. I understand it is my responsibility lo view the USASD website at least once a week to

stay abreasl of any changes or requirements that may occur during my tenure as a

Student.

4. I understand that I should check my Enterprise and Microsoft Outlook email account(s)
at least 3 times a week.

5. I understand it is mandatory to participate in Personnel Asset lnventory (PAl) twice a
year and complete/submit required documents as posled in the USASD website under the

Pru tab. PAI submission months are Apill (spring) and October (fall) of each year.

6. My signature below confirms that I have read and understand the USASD policies and

guidelines established by HRC.

(Print Name)

(Rank/Branch)

(Signature)

(Date)

AMTM.VCO

I



1. iIAME (Lesl, Firsl M/.) 2. GRADEI 3. PURGE DATA (P.O. Use Only):

4. NEW ORGANIZATION (Complete Ooslgnalion): 5, DoD ID NUI'4BER: 6, BOX NUMBER:

DATA REOUIRED BY THE PRIVACY ACT OF 1974. AUTHoRITYi Titl8 30 USC and Doo,lPoslal S€rylce Agro€menl, 2 FEB 80.
PRINCIPAL PURPOSE: To roulo and loAY3rd (Okoctory) mail ROUTINE USES: Usod by Army mllltary and clvillan p6lsonngl Ir mErl
Iuncllons and addross lnqulteg, Dolgs arc lnsp€cled by commandBrc. poslaloflic€rs. and mllitary and cMllan lnspocloN,
DISCLOSUREi Volunl€ry. Ho,vavor, tollrrolo provldelh6 roqu6st6d lnformallon could r6soll In d€lay/]n6bllity lo loMaft, mall.

7. OLD MAILING ADDRESS (lncludo BOX No,, tl any,

and ZIP Codo):
8. NEW MAILING ADORESS (tncluding ZtP Codo):

9, DATE DEPARTED OLD ORG: 10, DATE DUE NEW ORG:

11. Eti4AlL ADDRESS:

13. rS TH|S MOVE TEMPORARY? EYES ENO
14, IF YES, FORWARDING ENDS

12, LIST EACH AUTHORIZED FAMILY MEMBERI

15. CHANGE OF AODRESS FORi

E TNDTVTDUAL n FAMTLY

17. DATE: 18. PHONE NUMBER16. SIGNATURE:

3956, JAN 2016
CHANGE OF ADDRESS AND DIRECTORY CARD
fo. lso ol $L !€r AR 60G33 UF Fopne.l.o.rc, 'r 

DCS, O.i

You are required to forward a completed copy of this form to your Branch
Manager within 30 days of arrival at your new duty statlon or upon change of
rosidonce.

Mail to:

Army Human Resource8 Command (AHRC)
Attn: AHRC-OPM-R (Dept 200)
Fort Knox, KY 40122-5200

Visit the HRC webpage for a current list of Branch Managers at
https://www.hr c.armv.mi l/OPMD/Off ice rolo20Personnol o/o20Manaoemen 20Direc

E

t
orato
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DEPARTMENT OF THE ARMY
UNITED STATES ARMY STUDENT DETACHMENT

5450 STROM THURMOND BOULEVARD ROOM 244
FORT JACKSON, SOUTH CAROLINA 29207

ATZJ-DBI.SD

MEMORANDUM FOR All personnel permanently assigned to the United States Army
Student Detachment (USASD)

SUBJECT: Policy Memorandum #25 - ln-processing Roquirements

'1 . References:

a. AR 37-104-4, Military Pay and Allowances Policy, dated 8 June 2005.

b. AR 600-8-101, Personnel Processing (ln-, Out-, Soldier Readiness, Mobilization

and Deployment Cycle), dated 19 February 2015'

c. AR 608-75, Exceptional Family Member Program, daled 22 November 2006,

RAR 001 daled 24 February 201 1 ,

d. AR 621-1, Training of Military Personnel at Civilian lnslitutions, dated 28 August
2007.

e. AR 350-1 , Army Training and Leader Development, dated 1 I August 2014.

f. DoD Financial Management Regulation, Volume 7A, Chapter 32.

g. This memorandum supersedes all previous versions of Policy Memorandum #25.

2. The purpose of this policy memorandum is to provide guidance for ln-processing the

USASD.

3. personnel with assignment instructions to the USASD are authorized to report no

earlier than 10 days prior lo authorized report date or starl date of schooling/training.
personnel in receipt of Permanent Change of Station (PCS) orders stating authorized

early report greater than 10 days must conlact their Branch Manager immediately.

Request to ieport earlier to initiate gaining station housing allowance (BAH) or
maintain a stable leave balance is strictly prohibited'

4. A completed St
properly arrive you

udent Data Form, HR and Finance packet must be received to
lo USASD. Procedures and requirements are delineated under the

USASD webpage at o o SS

18 August 2016



ATZJ.DBI.SD
SUBJECT: Policy Memorandum #25 - ln-processing Requirements

5. ln-Processing packets must be complete and submitted in one session. NO action is
taken on incomplete/partial submissions.

6. Afteryou submit your ln-processing packet, please allow no less than 10 to 15
working days prior to telephonic inquiries. For assistance with additional
questions/concerns, please contact the ln-Processing POC's listed in the USASD
website at https://usasd.armvlive,dodlive.mil/in-processinq/.

7. The point of contact for this memorandum is the USASD Operations NCOIC at (803)
751-3795.

D

CPT, AG
Commanding



UIC and Student's Programs

Use Thls Page To Complete ln-ProcesslnS Forn)

utc Locatlon utc Locotlon

w30u1A lncorning Personnel w30u2Y Iennessee

w30u1B FAO Toxas

w30u1c ocoNUS, soN W3OU3A

W3OU1D Wounded Warrlor W3OU3B Vermont

W3OUlE Alabama W3OU3C Vlrgklla

W3OU1F Alaska Washlngton

w30u1G Arizona W3OU3E West Vlrglnla

w30u1H Arkansas W3OU3F

W3OU3G

Wlsconsln

w30u1l Callfornla Wyomlng

w30u1K colorado
w30u 1L Connectlcut Programs

w30u1M Delaware Advanced Clvll schoollng (AcS)

W3OU1N Washin8ton D.C. Cooperatlve Degles Program (cDP)

W3OU1P Florida Degree Completlon Program (DCP)

W3OU1Q GeorSla Expanded Graduate School ProSram (EGsP)

ForelEn Area Otflcer (FAO)

w30u15 ldaho Funded Legal Educatlon Program (FIEP)

W3OU1T lllino ls Green To Gold (G2G)

W3OU1U lndlana scholarshlp/Fellowshlp/lntershlps

W3OU1V school of other Natlons (SON)

Senlor Servlce Colle8e f ellowshlps

w30u1x Kentuclry Trainlng wlth lndustry {TWl)

W3OU1Y Loulslana

W3OU1Z Malne

W3OU2A Maryland

w30u2c lvllchlBan

w30u20 MlnDesota

w30u2E N4lsslsslppi

w30u2t lvllssourl

W3OU2G Montana

W3OU2H Nebraska

W3OU2J Nevada

W3OU2K New Hampshlre

ws0u2L Jew Jersey

W3OU2M New Mexlco

w30u2N New York

w30u2P Nofih Carollna

w30u2Q North Dakota '

W3OU2R Ohlo

w30u2s oklahoma

w30u2T 0regon
W3OU2U Pennsylvania

W3OU2V Rhode lsland

w30u2w South C?rgllna

w30u2x south Dakota

Jw3ouzz
Uta h

lw3ou3D

lw3oulR lHawa

Jw:ourw lxrrr"t

lwsouze lMassachuselts

I



@l#
TRICARE' Resourees for Service
This overview provides a snapshot of TRICARE service and support resources

offered through a variety of convenient lnternet options and toll-free call centers.

Visit the " l want to ... " section
at www,tricare,mil to: ilr Enroll in or Purchase a Plan

. File or Check a Claim

. View Refenals and
Prior Authorizations

. Find a Doctor

. Look Up Costs

... and more

TRICARE Regional Contractors
Regional contractors work with the Department of Defense to administer the TRICARE medical benefit

. Change Your Primary

Care Manager

o See What's Covered

. Compare Plans

. Manage Prescriptions

)

l-,' .: t ;' .

@
North Region

Health Net Federal Services, LLC

1.877-TRICARE 0 -877 -87 4 -227 3l

South Region

Humana Military, a division of
Humana Government Business

1-800-444-544s
HumanaMilitary.com

West Region

UnitedHealth(are Military & Veterans

1-877-988-WE5r (1 -877-988-9378)

www.uh(militarywest.(om

TRICARE Overseas Program (TOP)

International 5OS 6ovelnment Services, lnc

www.lricare-overseas.com

ToP Regional Call centers

Euratia-Atrlca
+44-20-8762-8384 (overseas)
'l -877-678-1207 (statetide)

Latin Amellaa and canada

+l -2'15-942-8393 (oversea5)

r -877-451 -8659 (ttateside)

Paclric (siagapore)

+65-6339-2676 (overseas)

1 -877-678-1208 (rtateside)

Pa(,lli. (sydnay)

+61 -2-927 3 -27 10 bv e 6 e as\
'! -877-678-1209 (5tafeside)

@

This ove.ni.\' is tfil all'itrch$h'e For a.tditio,lal itfornalio\' Pleoi' r'isit .t.t\ s t t irnt' Nil' Mdy 2015
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TRICARE Pharma(y
Program

Express Scripts, lnc.

www.tricare,nril/pharma(y

www.express'scf ipts.(om/TRIcARE
1'877-363-',|303

SIGN UP FOR eCORRESPONDENCE
Visit ht tpr//nril(o nne(i. dmdc. mil to provide your e'mail
addresr and recelve ecorrespondence for important
inrarmalion about your TRICARE benelit.

KEEP YOUR DEERS INFORMATION UP IO DATEI
It is important to keep your information ln lhe Defense
Enrollment Eliglblllty Reporting System (DEERS)

up to date: www.tricare.mil/deer5

You have several (onvenient options for updating DEERS:

. mllconne(t: http;//milconnect.dmdc.nlil

. l-800-538-9552 or 1-866-363-2883 (rDDiIIv)

. 1-831-655-8317 (/ax)

FInd a local identllicatlon card-issuing laclllty:
www.dmdc.mil/rsl

5ign up for a DS Logon in order to log in to milconne(t:
https://myaccess.dmdc,osd.nril

TRICARE Programs and Resources

TRICARE PROGRAM COSTS
Heallh care (osts vary depending on your TRICARE
program optlon. Get the latest TRICARE corl
information lncludlng dental and pharmacy (orts.

www.tri(are.rnil/(ost5

TRICARE COVERED SEBVICES
Get details about TRICARE coverage, limitaliqns,
and exclusions,

www.tri(are.milkovered5ervi(es

GETTING CARE
f ind a doctor: www.tri(are.mil/rindaprovider

Military horpital and (linic appointments onllne:
www.tricareonline.com

Military hospital and clinic locator: www.tri(are.mil/mtf

Toba(cq-Csssatlon Resources

North Region Tobac(o Quitline: 1-866-459'8766
5outh Region Tobacco Quitline; 1 -R7 7 - 414 -9949

West Region Tobacco Qultllne: t-888-713-4597

TRICARE Web site: www.tri(are.n)illtobac(o(e5saliorl
UCanQuit2 Web site: www,ucanquil2.o.g

New to TRICARE

Learn more about TRICARE-watch an overview vldeo and
take the ,ree public TRICARE Fundamentals course online;
www.tri(are.mil/new

ADDITIONAL REsOURCES

TRICARE Contacl5: www,tricare,mil/contactus

TRICABE SMAnT Sltelvle download TRICARE materialsll
wwwtri(are.mil/smart

Clalms: www.t ri(are. mil/( la im s

Enrgllmenl: www,tricare.nlil/enroll

Forms: www.tri(are.nlil/torm5

Frequently Ask€d questions: www.tricare.nril/f aq!

Menlal Health Care: www.tricare.nril/nrentalheall h

Defense Heallh Agency-Great Lakes:'l-888-647-6676

Customer Service Communlty Dlre(tory:
www.tricare,nril/b(a(dcao

TRIcARE Nurse Advi(e Llnor 'l-800'TRICARE (1-800 874-2273)

National Sulclde Prevsntlon LlfellnEi 1-800'273-8255, Press 1

Mllltary oneSour(e; www,militaryonesourre.mil

R€port Fraud and Abuser www.health.mil/f raud

TRICARE A(tlve
Duty Dontal
Program

United concordia
Companles, lnc.

TRICARE Dental
Program
MetLife

TRICARE Retiree
Dsnlal Program

Delta Dental of
Calilornia

TRICARE For Life

wis(onsin
Physicians 5ervice

www.tricare.mil/addp

www.addp-u€ci.(om
1-866-984-2337

www.tricare.mil/tdp

www.metli{e.com/trirare
'l-855-638-8371 (states/de)

r1-855-638-8372 (overieaj)

www,tricare.mil/trdp

www.trdp.org
1-888'838-8737

wrvw.tricare.mil/tf I

www,T RIC ARE4 u.com
1.a66-773-0404

www.tri(are.mil/chcbp

HumanaMilitary,com
r-800,444-5445

US Family
Health Plan

www.tri(are.mil/uslhp

www.usll'rp.com
1-800-744-7347

3

TRICARE itn rcgisbr.l ttede\uktilhc Depotltte t oJ Dclc,ttc, D.le t,Het thtl$. (t. Al riShts rcrerv.d

I

Continued
Health care
Benelit Program

Humana Military


